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ELECTRONIC REGISTRAR ONLINE 
(a.k.a. eSchools) 

For New Employees 
(Updated July 2010) 
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QUESTIONS ANSWERS 

1. What is ERO or 
eSchools? 

 

NOTE: Most 
people in WCPSS 

call it  

eSchools 

 
To track all credits earned toward Teacher Licensure and Renewal 
WCPSS uses the internet-based software program called Electronic 
Registrar Online (ERO) 
 

  
 

from the company called eSchoolSolutions   
 

eSchools is the software of record for all licensure renewal credits and is 
used by ALL WCPSS employees to register for and track their attendance 
at workshops/trainings/meetings.
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2.  What will 
eSchools do for 
me? 

 
 

Once logged in to eSchools click on the following tabs to:   

1.  - Search for and register for training or 
meetings. 

2.  - Check training for which you are already 
registered 

3.  - Check on training which you’ve completed  

4.  - Check on your profile information  

5.  - Evaluate training you’ve completed  
 

3. How do I 
access eSchools? 

 
eSchools is an Internet-based software program that can be 
accessed from any computer that has a connection to the 
Internet.   
 
There are links to eSchools from the WCPSS 1) Internet and 2) Intranet. 
 
1. From the Internet (e.g., computers not at school):   

 Go to the WCPSS Internet Homepage (http://www.wcpss.net).  
 Scroll down until you see the link on the left for Staff 

 Click on the dropdown box and select eSchools.  
 

2. From the WCPSS Intranet (computers at school):  
 Go the WCPSS Intranet Homepage (http://www2.wcpss.net)  

 Click on  



eSchools for New Employees 

 

Page 3 of 10 

QUESTIONS ANSWERS 

 
 
 

 Click on the link for  

4.  When will I get 
access to 
eSchools and 
how do I login? 

 
Information on all new employees is loaded into eSchools on the 
Friday after you begin in your position with WCPSS.  
 
To log in after that, follow the instructions in #3 to get to the login page:   

 
NOTE:   
 User ID:  6-digit WCPSS employee number (that’s the number 

you will use to check your paystub online.) 
 PIN: last 4 digits of your social security number.  (You may reset 

your PIN to another 4-9 digit number of your choice after you log 
in.) 

 
Type in your 6-digit WCPSS employee number.  
Type in the last FOUR digits of your social security number (or whatever 
PIN you’ve changed it to) 
 

    Click on the  button. 
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5.  How do I 
register for a 
workshop? 

 

A.  Choose a 
search 
parameter 

Click on the  tab.  
 
Search for courses by  
 Curriculum - using the drop down list of subject areas. 
 Credit type - (e.g. reading, technology) using the dropdown list of 

credit types. 
 Course Code-  (e.g. TECH65325) or Title (e.g. Teaching AP Calculus) 
 Session (SRN) - (e.g. 286532502) 
 Start Date Range – (e.g. From: 08/21/2008 To: 08/22/2008) 
  

 
 

B.  Review the 
search results 

 

After you select a search parameter, click on the  button.  

 
 
Review the list of course titles that appear below.   
Click on the title to see detailed course description and dates/times it is 
being offered.  
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C. Register for 
the Session (or 
not) 

 

 

Review the Course Information at the top of the page.  This will include 
the course content.  

Review the Course Sessions (dates, times and location where course will 
be offered) 

NOTE: Scroll down the page to see if there are other sessions 
offered on different dates. 

Click on the  button to the left of the session you want to attend. 
 

 
 

Review your registration confirmation.   

 
 

D.  Track 
workshops 
for which 
you are 
registered. 

Click on the  tab to track workshops for which you 
have already registered.  
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6.  How do I drop 
a workshop for 
which I’m 
registered? 

 

Click on the  tab to see workshops for which you have 
already registered.  

Click on the  link to the left of the workshop Course #.  
 

 
 

Click on the  button.  

 
 

The workshop information will be removed from your schedule. 
 

7.  How can I 
check my 
transcript in 
eSchools? 

 

Click on the  tab at the top of the page.  
 
Your transcript will appear below.  Courses are arranged according to the 
type of credit that they have offered (e.g. Technology, Standard, Reading, 
etc.) 

 
 

Enter a date range in the From and To fields. 
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Click on the  button.  

At the next window, just click on the  button at the bottom.  
 

 
 
This will create a .pdf file of your transcript for easy printing.  
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8.  What if I forget 
my PIN? 

 

A.  Click on the 
Forgot your 
PIN? link at the 
eSchools log in 
page. 

 
Get to the electronic registrar online login page.  

Click on the text link for  

 
 

Type in your 6-digit WCPSS employee number.   

Click on the  button.  
 

 
 
 

You’ll get a confirmation message that tells you that your PIN has been sent 
to your WCPSS email address.  

 
 

Click on the  button.  
 

B.  Open your 
Lotus Notes (e-
mail) account.  

 
Open your Lotus Notes e-mail account.  Click on the message from 
EROAdmin 

 

 
 
 

The e-mail message will identify your 4-9 digit PIN number.   
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To login with your PIN, click on the blue link to eSchoolSolutions. 

9. Who uses 
eSchools? 

 
All active employees in WCPSS.  This includes all teachers, administrators, 
clerical support staff, teacher assistants, custodians, transportation staff, 
child nutrition staff, etc.  
 
Retired or former WCPSS staff can still access transcript information on 
eSchools even after they leave; however, they are not able to register for any 
workshops once they’ve left WCPSS.  
 

10. What 
information does 
eSchools 
contain? 

 Basic employee profile information (name, job title, location, etc.) 
 Registration records for trainings/meetings held in WCPSS.  
 Attendance records for trainings/meetings held in WCPSS.  
 Evaluation records for all trainings/meetings held in WCPSS. 
 Transcript records for University/College/Community College courses 

completed by employees.  
 Credits for training taken outside of WCPSS.  

11. Who is in 
charge of 
eSchools? 

 
The Organizational Development & Support office at the Webster Center in 
Cary is charged with maintaining all data in ERO.  T: 919.858.1675 
 
ODS trains 1-2 staff at each school and in Central Service departments as 
“Managers” in eSchools.   
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12. How can I get 
credit on my 
transcript in 
eSchools for 
credits I earn 
outside of 
WCPSS? 

 
 
 
*SDC = Staff 
Development 
Contact (person 
at each school 
who is 
responsible for 
eSchools - 
usually an IRT, 
CDC, or 
assistant 
principal.) 

1. Credits earned during previous employment in another school 
district. 
Send a transcript (no handwritten transcripts!) from previous employer 
directly to Organizational Development & Support at the Webster 
Center. 

 
2. University, college, community college credits. 

Send a copy of an OFFICIAL transcript from the institution directly to 
Organizational Development & Support at the Webster Center. 

 
3. Training done at my school with a group of my colleagues. 

Register in eSchools for any school-based courses in which you will 
participate.  Your SDC* will enter your attendance for the session.  
You will complete the on-line evaluation of the session and then your 
credit will appear on your transcript.  

 
4. A Collaborative Studies among my colleagues. 

Submit the “Prior Approval for Collaborative Study” form to your 
principal.  With prior approval, complete the study with your 
colleagues.   
 
After successful completion, submit proof of completion to your Staff 
Development Contact.  The SDC will enter your credit into eSchools.  
 

5. A Non-WCPSS workshop, for example:  
 summer institutes or workshops 
 workshops offered outside of WCPSS 
 Professional conferences 
 NCCAT 
 Workshops at DPI 
 Non-transcripted credits 

 
Submit a “Prior Approval for Non-WCPSS Workshop” form to your 
Principal or SDC before attending the event.  Attend the event. 
Submit proof of completion to your SDC after the event.  The SDC will 
enter your credit as Transfer Credit after the successful completion of 
the event. 

 


